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Cardinal

Cardinal Flowcharting Standards
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Represents a document of any kind, either 

electronic or hard copy

Manual 

Operation

X

Represents a batch process within the PeopleSoft system.  Use 

a verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Start

E

End

Represents a process or step that is performed manually. Use a 

verb phrase (Process Invoice) NOT a noun phrase (Invoice 

Processing) to describe the step.

Document

Represents the possible outcomes of a decision or analysis that 

took place in a step immediately preceding. NOTE: this symbol 

itself does NOT represent any activity, and should not be given an 

identifier.

Step 

Description Indicates point at which the process begins. Does 

not represent any activity.

Batch 

Process

Represents a process step that is performed within the 

PeopleSoft system. Use a verb phrase (Process Invoice) NOT a 

noun phrase (Invoice Processing) to describe the step.

On-Page Connector. Used to avoid complex 

overlapping connector lines or to continue a 

process on a subsequent page.  Connectors are 

labeled with UPPER CASE letters.

Entity 

Name

Decision 

Outcome

Inter Process Connector. Used to connect steps 

between business processes.   Connectors are 

labeled with UPPER CASE letters.

Represents an entity (person, organization, etc.). 

Used only when necessary to show the source of 

important information

Indicates point at which the process ends. Does 

not represent any activity.
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PR 3 Enter and Maintain Contracts – 3.1 Create Contracts

3.1.1

System 

Contract Entry

Contract Thresholds link – set 
notification rules.

Assign Buyer to be notified 

based on Owner.

Set Contract Maximum

3.1.2

Enter Header 

Information

Terms and conditions are 
entered manually for 
contracts and solicitations. 

End

3.1.6

Enter Order 

Contract 

Options

3.1.9

Save Contract

3.1.4

Establish BU 

Constraints 

(Optional)

Start

If only a specific business unit should be able 
to purchase from the contract, than the 
Central Contract Creator will need to de-
select the Corp. Contract flag and add 
Business Units via the PO Defaults page.

3.1.5

Enter Contract 

Lines/Items 

(Optional)

Buyer can create 
contracts that include 
individual items that 
restrict how the 
contract can be used.

Interface new TRNS*PORT 
and Professional Service 
contracts newly invoiced to 
eVA. Currently 1 time per 
week

3.1.3

Enter Contract 

Thresholds & 

Alerts

One Vendor on a contract. 

Begin and Expire Date. 

Renewal Date

Contract Status and Approval

End

New 

TRNS*PORT 

or PS Contract

Yes

No

Outside 

Contract 

selected for 

entry

3.1.7

Inbound 

TRNS*PORT 

Contract 

Interface

3.1.10

Outbound 

interface to 

eVa 

This step includes 
any necessary 
communications that 
will need to be sent.

3.1.11

Notify users 

Contract 

Entered

3.1.8

Inbound eVa 

Contract 

Interface

PR

01.2.1

Vendor and pricing 
information needs to 
added to an item 
before it can be used 
on a contract.
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PR 3 Enter and Maintain Contracts – 3.2 Maintain Contracts

Start

3.2.2

Search for 

Contract

No

Yes

Update Item 

Price?

3.2.7

Update Item Price 

(Line Level)

No

Yes

3.2.3

Update Expiration 

Date 

Update 

Contract 

Dates?

No

3.2.4

Update Max 

Amount 

(Header Info)

Raise Max 

Amount?

Yes

A

The Contract Officer needs to 
make sure the price is updated for 
the correct vendor and location.

No

SS

4.6.9

Notifications can be 
set to any individuals 
or specified time 
frame.

Date can be extended 
to cross fiscal years.

Interface File will be 
processed daily.

Contract Max Amount 
can be increased. Max 
amount can only be 
decreased to released 
amount. 

3.2.5

Inbound 

TRNS*PORT 

Change 

Interface

3.2.6

Inbound eVa 

Change 

Interface

3.2.1

Notify Buyer 

90 days prior 

to expiration

PR

1.2.1

Item price 
adjustments will be 
done on the item 
master to take 
advantage of 
effective dates  

Cancel/Close 

Contract?

Yes

3.2.8

Cancel Contract
B

Buyer can cancel a contract that has not 
been added to a requisition or purchase 
order at the time of cancellation

No
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PR 3 Enter and Maintain Contracts – 3.2 Maintain Contracts

No

Yes

No

Yes

Yes

No

Items must be updated with 
vendor and pricing information 
before adding to contract

3.2.9

Add Item(s) to 

Contract

Add Item to 

Contract?

Unchecking the 
box can be done 
on a line by line 
basis.

A

PR

01.0

3.2.11

Save/Approve 

Contract

This step includes any 
necessary communications 
that will need to be sent.

Purchasing System Administrator 

Establish Item on the Item Master

De-Activate 

Item?

3.2.10

Uncheck 

Include for 

Release Box

Item information will be 
added to the item master

PR

01.2.1New Item?

3.2.12

Notify users 

Contract 

Changes

PR

01.0

End

Items are added 
at the line level on 
the contract

B
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